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This manual is not meant to be an all-inclusive QuickBooks instructional guide, but rather is meant to give
instructions for basic tasks performed in QuickBooks pertaining to the Department of Human Services client
trust fund.



SETTING A PASSWORD

You may find that you need or want to change your password. To do so:

1. Click on “Company”

2. Select “Change Your Password...”

It will then bring up the Change Password screen

3. Fill in the information
on the screen

4. Click “OK”

User Name: [ 1
Enter Old Password: I:I

(Leave the next two password fields blank if
you do not wish to have a password.)

Confirm Mew Password: I:I

[ oK l [ Cancel ]

New Password:

Your password will now be changed.

mmsmmers Vendors Employees  Bankir

t Item

Company MNavigator
Business Services Navigator
Company Center

Company Information...
Set Up Users...

[ T 5

Change Your Password...

Maodify Service Access. ..

Advanced Service Administration. ..

Planning & Budgeting »
To Do List

Reminders

Alerts Manager

Chart of Accounts Ctrl+A
Make Journal Entry

Write Letters...
Print Mailing Labels. ..
Synchronize Contacts

EEr=N

Company Web Site

Company Services 3

E

Note: Make sure your password is not kept on a sticky pad posted to your computer monitor. Instead, keep
it written down in a safe, secure place.



AUTOMATIC UPDATES

We want to make sure that QuickBooks isn’t downloading any updates automatically
because we want each office’s QuickBooks to all be the same version.

] SBqdata2003 - QuickBooks Pro E
N Edit View Lists Company Custom

MNew Company...

Open Company/Login...

Open Previous Company 13
EasyStep Interview

Close Company/Logoff

Switch to Multi-user Mode

1. Click on “File”

Back Up...

Restore...

Archive & Condense Data...
Utilities

Timer

2. Select “Update QuickBooks...”

Accountant's Review

Print Forms [ i
Printer Setup. ..

E-mail Farms

Shipping

Update QuickBooks...
Exit Alt+F4

—— T TR T

This will bring up the “Update QuickBooks Page.

bl SBgdata2003 - QuickBooks Pro Edition 2003

. The reason for this is

File Edit View Lists Company Customers Vendors Employees Banking Reports Window Help

2 @ &

Check Deposits Register

& &

Clients Vendors MemTx

H @

Reports Recon Backup

=Y
Find

3. Select “Options”

x Update QuickBooks

Navigators
T Company Update QuickBooks Help?
%Cudm Overview Update
g Downloading will not affect your computer's performance. ing is possible only
113 : Employees when an internet connection exists and accurs whether or not Quick! IS running
4' Make sure bOth AUtomatlc Banking When Automatic Update is off, you should manually update your QuickBooks files about
99 I3 £ x once a month.
Update and Shal‘e %Eﬂm Eeaces Automatic Update: (O ON (&) OFF
’” 3 s B\”w‘“'s Share Download: (QON (&) OFF ‘
Download are Selected Off @ Help & Support Download Location: c'program filesiintuitiquickbooks pro\components\downloadgb12\
Open Wind Select the updates you want QuickBooks to download automatically.
Updates
Update QuickBooks < = Al
Company Navigator —
Transactions by Account
CLIENT ALFHA REPORT e
Transactions by Account
CLIENT ALPHA REPORT




PRINTER CONFIGURATION

The settings for printing checks need to match the check stock. To do so:

File

1. Click on “File”,

2. Select “Printer Setup”

Printer Setup...

It will bring up the Printer Setup page: —

3. Select “Check/PayCheck” from  |ad&n/

the dropdown menu

4. Then select the check style
“voucher”

5. Click on “OK”

Your checks are now ready to print.

Mew Company. ..

Open Company,Login...
Open Previous Company
EasyStep Interview
Close Company,/Logoff

Switch to Multi-user Mode

Back Up...
Restore...

Archive & Condense Data...

Utilities
Timer
Accountant's Review

Print Forms
E-mail Forms
Shipping

Update QuickBooks...
Exit

Edit View Lists Company Custom

T T

» E

Y
»

em———r

Alt+F4

Open ¥

=
Transs
CLIEN
Trans
CLIEN

T I IIPWITRE AR Aan

Ask a help question

Form Mame: | Check/PayCheck

b 4

§ettings_-'[' ”Eonlils I Earf:iaIPégé \

Printer name: FineP int 2000 on FPR4: N Options...
Printer type: |Pag’-oriented (Single sheets) v|

Chedk Style

(O standard @) voucher O Wallet

MNote: To install additighal printers or to change port
assignments, ufle the Windows Contral Panel.

[ Print company name and address.
[ uze logo

Cancel

Help
Logo

Align




ADD A CLIENT

When your office receives a new client, that client needs to be entered

into your database. To do so:
1. Click on “Banking”

2. Select “Chart of Accounts”

It will then bring up the chart of accounts page.

3. Click on “Edit”

4. Select “New Account”

™ gdata - QuickBooks Pro Edition 2003

loyees IEM Reports  Window Help

J- Banking Mavigator
REDT  \yrite Checks Ctrl+w
- Order Checks
==== s Register Cirl+R
- Make Deposits

Transfer Funds

Enter Credit Card Charges
Reconcile

Make Journal Entry

Set Up Online Finandial Services 4

[T 2]
kgfj Online Banking Center

e Share =

Stabase Chart of Accounts Cirl+a
Other Names List

Memorized Transaction List Ctrl+T

Banking Services v L

File WSii® View Lists Company Customers Vendors Employees Banking Reports Window Help

B

ch Vendors  MemTx

ru Chart of Accounts
Nav  Copy Account Ctrl+C

Edit Account Crl+E

+Undeposited Funds

||
% +Accounts Payable
Delete Account Ctrl+D OOpen_ing Bal Equity
g Make Account Inactive »Retained Earnings
Hide Inactive Accounts :glt.\
Re-sort List +Ba
[, UseRegster Ctrl+R :g:
Use Calculator +Be
+Be
Simple Find. .. Cirl+F +Biz
Advanced Find... e

+Bo

Preferences... +Brt
Comparw‘wzmgamr—r’ +Bre

RARAIE AT THE AFFIeT +Ru

It will then bring up the New Account Page.

5. Fill in the necessary information:

Type: select “Income”

Name: type the client’s name

Tax Line: select “<Unassigned>"
No other information is required,
however, each office may decide
what additional information can be
added to these records.

o o

6. Click “OK”

The client will now be added to your database.

T

Reports FRecon Backup  Find

5 Q

Bank | ]
Accounts Receivable
Other Current Asset
Accounts Payable
Equity

Equity

Income

Income

Income

Income

Income

Income

Income

Income

Income

Income

Income

Income

Trnrome

-1 New Account

e | ———

Name | / |

Y —"

A ti
[ioactve
Diescription | |
Mate | |
Tax Line |<Unassigned> v|




EDIT CLIENT INFORMATION

You may find that you need to edit the information in a client’s account. (For example, when a client’s
account is closed, the type listed needs to change from “income” to “other income” or perhaps the data was
entered incorrectly and needs to be corrected). To do so:

ruChart of Accounts

1. Open the “Chart of Accounts” page Do

+Be
+Be
+Bii
+Bil
2. Right click over the client’s name oBr{  Finde..

+B

oci

+Co  Mew

ot |
w0l

3. SeleCt “Edit” :Eli: Make Inactive

+Ep Write Checks

+Ep =
»Ef Make Deposits

+Fa  Enter Credit Card Charges
+Fe|  Transfer Funds

*GM Make Journal Entry

(G i

oGy Recondle

+Ha

+Ha

+Ha  QuickReport: Brown, Alyssia (A, Broadb

Type v
4. Make the required changes _
MName |Brc | I:lfncco_untis
a. For example, if a client’s Osbaccontef || =

account is being closed,
you would change the type
from “Income” to “Other
Income” TaxUne | <Unassigned> v]

Description | 551 |

Mote | |

5. Click “OK”



RECORD DEPOSITS

When money is received for a client and deposited into the bank

account, this money needs to be recorded into QuickBooks. To do so:

1. Click on “Banking”
2. Select “Make Deposits”

It will then bring up the “Make Deposits” page.

o oke Depot v [ = i

@previous B Next ©HPrint - & Payments
DepositTo [NAMEOFT... |  Date [05/05/2008 [m] Memo [Deposit

Click Payments to select customer payments that you have received. List any other amounts to
deposit below.

Received From From Account Memo. Chk No. Fmt Meth. Class Amount

Deposit Subtotal

To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back amount
Jv 1

Deposit Total

[(savesciose | [ saveamew | [ Cear |

NEUWI S TS A ropUn L

m Reports  Window Help

J— Banking Mavigator

9 yrite Checks
Order Checks
== Use Register

I Make Deposits

=  Transfer Funds

awm  Enter Credit Card Charges

= Reconcile
-totf Make Journal Entry

Set Up Online Financial Services 3

f Online Banking Center

Cirl+w

Crl4+R

Chart of Accounts Ctrl+A
—  Other Names List -
i M ) N He
emorized Transaction List Ctrl+T
Banking Services 4 l/|_e
i ]
nELn bauap

3. Click the arrow next to the box labeled

“Deposit To” to open the drop down list erevios @ ext Grring - Bl payments

Deposit To | Qg ={eFRes V‘Dahe 06/06/2008 Memo | Deposit

4. Select the bank account into which the money | ci paymer

< Add Mew >

. deposit belo| Dedicated Account
was dep051ted. -/ NAME OF THE OFFICE

Recd Accounts Receivable
Undeposited Funds
T

N

Bank

Accounts Receivable No.
Other Current Asset
T

5. Type in the date of the deposit 06/06/2008

Received From

6. Click the arrow underneath the box labeled co
“Received From” to open the drop down list &

7. Select the vendor from which the payment DA
was received. D

De
depasit
DE

De

DI

From Account

Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
Vendor
T

Memo




8. Click the arrow underneath the box labeled
“From Account” to open the drop down list

9. Select the client’s account into which the money
is to be deposited

10. Type in any information that is relevant in
underneath the box labeled “Memo”

11. Click the arrow underneath the box labeled “Pmt Meth.” to

open the drop down list

From Account

Memo

. &

Chk Mo, Pmt Meth,

Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income

12. Select the method in which the money was received

13. Click the arrow underneath the box labeled
“Class” to open the drop down list.

14. Select the type of the money that was received

Direct Deposit
interest

Income
Th Income v
T T T
Memo Chk |
'%55;1 for May] _
do, Pmt Meth, Class
v
< Add New =
Cash
Chedk

tMeth,

Class

< Add N =

Amount
w

Admin.S5A
dosed acc,
F.H.8U. food,
Interest

Misc, Expense
Misc. Expense
Other deposits

ousing, &...

Amount

15. Type in the dollar amount received under
the box labeled “Amount”

NOTE: Multiple lines can be made with these deposits.

16. When you are finished click either “Save & Close”

or “Save & New”

The deposit has now been recorded.

9565.00

Save & Close ] [ Save & New ][

Clear




ADD A VENDOR

In order to write a check to a vendor or record a deposit from a vendor, they need to be listed in the
database. If they are not in the database, they need to be added in. To do so:

g Employees  Banking

1. Click “Vendors”

Enter Bills
Pay Bills

2. Select “Vendor List”

Item List

It will then bring up the Vendor List page

3. Click on “Edit”

4. Select “New Vendor”

It will bring up the New Vendor page

5. Fill in the necessary information:

a. Type in the vendor’s name,

b. Address, including city, state,
and zip code as shown

c. No other information is
required, however, each
office may decide what
additional information can be
added to these records.

6. Click “OK”

The vendor will now be entered.

Vendor Mavigator
Vendor Detail Center

Print 1099s...

View

Vendor Services ]

Lists Company Customers Vendors Employees Banking

—

=
Check

& 2 B

Bill Reg Accnt

1 Copy Vendor Ctrl+C
i I Mame

Edit Vendor cri+e %
o
Delete Vendor Cirl+D Ar
Make Vendor Inactive iF
Re-sort List Ar
Use Register Cirl+R Mg
MNotepad Az
AL

Use Calculator AL
Ba

Simple Find... Ctrl+F Be
Advanced Find. .. E:
Preferences... Be

» New Vendor

Vendor Name

Mr.Ms.[...

First Name
Last Mame

Address

Company Name|

|Dept. of Human Services

Opening Balance as of | g5

How do I determine
08 | B8] the gpening balance?

Address Info | Additional Info

—

E-mail

N
N a—

[ 1
[ 1

| | alt. ph.
Dept. of Human Services Alt,

Salt Lake City, UT 84103

Print on Check as

Address Details

Vendaor is
0 inactive

O



WRITE CHECKS

You will often have to write checks to pay for bills and other things. Before writing a check, make sure that

the form 298 is properly filled out and signed. When you are ready to write a check:

Employees Reports Window Help

1. Click on “Banking” ?? e

2. Select “Write Checks”

It will bring up the Write Checks Page

L] qdata - QuickBooks Pro Edition 2003
File Edit WView Lists Company Customers Vendors Employees Banking Reports Window Help

H B & B E A4 & 2 B &% 4 2

Inveice  Cust

Item MemTx Vend Check Bill Reg Accnt Rmnd Find Support Backup

=l .. Write Checks - NAME OF THE OFFICE 252 help quzstion [ Ak + How Dn]?

Banking Mavigator

Reg Write Checks Cirl-+w

Order Checks

Lise Register Cirl+R.
Make Deposits

Transfer Funds

Enter Credit Card Charges

Recondle

Make Journal Entry

Set Up Online Finandial Services

&

Navigators
— d@previous B Next @ Print v By Find
T company
L% Customers Bank Account | NAME OF THE OFFICE w Ending Balance 94,847.37
Mo, To Print
Date 05/13/2008
Pay to the Order of | - $ 0.00
Dollars
Address
f@:
Write Checks - NAME... Mema Order Checks
Expenses $0.00 |'1nems 50,00 To be printed
Account Amount Memo Customer:Job Class
-~
o
Clear Spiits | [ Recalculate Save 4Close | [_Save&New ][ Clear
+ Have 8 QuickBooks guestion? Ask a QuickBooks Professional Advisor,
s . —
+5 Start @ Novell Group\Wise - M... P qdata - QuidBooks P... Mo, To Print

3. Click on the arrow to open the drop Address
down menu
Memo
T Expenses

4. Select the vendor from the list.

Pay to the Order of |

Date 05/13/2008

Account AU

A
“pollars

e printed

10



5. Type in the dollar amount Mo. To Print
Date 05/13/2008

S 350.00
ollars
. . . Mo. To Print
This will populate the other fields Date 05/13/2008
Pay to the Order of AA Office R £ 350.00
Three hundred fifty and 00/100* * * * = = ¥ ¥ * ** *x rrrxxx*xrrxxxxrrvv*= Dollars
AA OFffi
100 Norcﬂeﬂ 200E
Address | City Name, UT 84000
Memo
6. Click the arrow to open the drop down Dpenees SO0 [Ieme -
« v Account Amount Memo
menu under “Account X 35000
Be Income ~
Bi: Income
. . Eir I
7. Select the client’s account from which the Be Income
. Br Income
funds will be taken from Br Income
Bu Income
Ce Income
Cr Income
Cc Income
Cr Income
Dir Income
Er Income
Er Income
Er Income
Et Income
Fz Income
Fe Income
Gr Income _
Gr Income hd
e
Amount Memo Customer:Job =] Class
8. Type in the information in 350,00 [FEB COC B [FH.8U food hoe SIS
the “Memo” section
9. Click the arrow to open the
drop down menu under
“Class” and choose one. /
10. Click either “Save &
Close” or “Save & New”
\ w
Save & Close ] Save & New ][ Revert

The check is now ready to print.

11



PRINT CHECKS
PRINT A SINGLE CHECK

You can either print a single check or print a batch of them. To print a single check:

1. Bring up the “Write Checks” page
2. Find the check you wish to print
3. Click the arrow next to “Print”

4. Select “Print...”

It will then bring up a “Print Check” box.

5. Make sure the check number listed
matches the check stock.

6. Click “OK”

It will bring up the “Print Checks” page

7. Make sure the printer you want the
check to print on is listed in the
box next to ‘“Printer name:”

8. Make sure the check stock with the
correct number is correctly

inserted into the printer.

9. Click on “Print”

Your check will now print.

« Write Checks - NAME OF THE OFFICE

4@ Previous B Next @ Print ~| %) Find

Bank Account | MAME O w
‘I— Print Batch...

Printed Check Mumber

oK | |

Cancel ]

ind DDJrIDD :::::::::

Print Checks Ask a help question V How Do I?

You have 1 check to print for £350.00

| Settings [ Fonts Partial Page
Printer name: FinEPrint 2000 on FPR4: V_i Cptions...
Frinter type: |Page-oriented (Single sheets) V.l

Chedk Style

Mote: To install additional printers or to change port
assignments, use the Windows Control Panel,

() Standard (& Youcher ) Wallet

=

Mumber of gopies:| (|

[ Print company name and address.
[Juse logo

Print

Cancel

Help ]

Logo

12



PRINT A BATCH OF CHECKS

To Print a batch of checks:
1. Click the arrow next to “Print”

2. Select “Print Batch...”

It will bring up the “Select Checks to Print” page

K Print -

Print...
Print Batch... }

£, Fi

Select Checks to Print Ask a help question V How Do I?

|NAME OF THE OFFICE

Select Checks to print, then dick OK.
There are 2 Checks to print for $400.00,

Bank Account

|+ First Check Number |3425

a Date Payee

An Office
Bountiful Healthcare & Rehab Center

7 |05/15/2008
< |05/15/2008

Amount oK
350.00
50.00 Cancel

Help

Select Al

Select Mone

it

3. Click the box underneath the checkmark next to each check you wish to print.

4. Make sure that the check number listed in the box next to “First Check Number” matches the check

stock.

5. Click “OK”

It will bring up the “Print Checks” page

6. Make sure the printer you want the check to
print on is listed in the box next to “Printer
name:”

7. Make sure the check stock with the correct
numbers is correctly inserted into the

printer.

8. Click on “Print”

Your checks will now print

Print Checks Ask a help question v How Do I?

‘You have 1 check to print for £350.00

X

! Settings [ Fonts Earﬁél Page
prterpone: | |
Printer type: |Page-oriented (Single sheets) by |

Check Style
(O standard (®) Voucher () Wallet

Mote: To install additional printers or to change port
assignments, use the Windows Control Panel.

Mumber of copies:| 1
[ Print company name and address.

[ use logo

. Cancel
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RECONCILING ACCOUNT
CALCULATING THE ENDING BALANCE

Each month, each office’s QuickBooks database needs to be reconciled. This is due to the Trust Fund
coordinator by the 15" of each month. (For example the May reconciliation is due June 15)

The first thing you need to do is calculate the ending balance. To do so:

qdata

Reconciliation Summary

. NAME OF THE OFFICE, Period Ending 0
1. Find the “Cleared Balance” from the o -

previous month’s reconciliation. Beginning Balance 15170278
Cleared Transactions

Checks and Payments - 27 items  -72,818.47
Deposits and Credits - 12 items 14 93588
Total Cleared Transactions -57,682.58

NOTE: the cleared balance is not the same as
the ending balance.

Cleared Balance 94,020,189

Uncleared Transactions
Checks and Payments - 30 items  -31,845.55

Deposits and Credits - 2 items 0.00
Total Uncleared Transactions -31,646.65
2. This amount will be the “beginning
Register Balance as of | 62,373.54

balance” of this month’s reconciliation

Hew Transactions

Checks and Payments - 5 items -1,957.00
Deposits and Credits - § items 34 040.83
Total New Transactions 32,073.83
Ending Balance ] 94, 447.37 4
Credits
. s Deposits
3. Get this month’s bank statement ffective  Posted
Date Date Amount Transaction Detail
May 01 3,154.02 Deposit
May 08 1,515.34 Deposit
............................. TotalDeposlts
4. Find the total from the section Electronic Deposits/ Bank Credit3
“CreditsmepOSits” labeled “TOtal ggf—:ctive ggg:ed Amount Transaction Detail
T May 01 1,370.78 Zero Balance Account Transfer
Deposits From © 2
May 02 1,060.00 Zero Balance Account Transfer
From 6 3
May 16 210.00 Zero Balance Account Transfer
From 6 3
. T R ERRRRRRERRREE TR 'i‘éﬁil"éiséﬁféﬁié'ﬁééééiﬁé] .....
a. This amount will be the Hank credits

“check/cash deposits” amount 731014 1ofal cradits

14



5. Find the total checks paid amount from
the section “Debits: Checks Paid”

a. This is the “cleared checks”
amount

Debits
Electronic Debits/ Bank Debits

Effective Posted
Date Date Amount Transaction Detail
May 08 1,515.34 Zero Ralance Account Transfer
To 6l......_
e e 1TEIET3AT Dotal Hiectronic Debite/ Bask
Debits
Checks Paid
Check # Date Amount Check # Date Amount
I TEERREEREE Mé§'éi ............. SasThe aisat Méﬁ'éi ............. P
212%* May 01 588.00 2125 May 01 588.00
2117* May 01 252,50 2127%* May 02 210.00
2118 May 01 252.50 2128 May 02 850.00
2121* May 01 £88.00 2129 May 16 210.00
2123%* May 01 588.00 3119%* May 01 608.00
*Gap in check seguence ¢ 5,794.80 O Total Checks paid 7T

6. Each day that direct deposits are received, the Trust Fund coordinator will e-mail the information for
each client (name, amount received, date, type) to each custodian. At the end of each month, the
Trust Fund coordinator will send an e-mail with the total amount received for each office. Make
sure that this amount matches what you have received this month.
The total amount is the “direct deposit” amount.

amount listed will be the “interest” amount.

8. Add each of these up:

beginning balance
+ check/cash deposit
+ direct deposits

+ interest
- cleared

checks

ending

You can now run the reconciliation report.

balance

Interest earned from the bank is allocated quarterly. If interest was received this month, the total

15




RUNNING THE RECONCILIATION REPORT

1. Click on “Banking”

2. Select “Reconcile”

It will then bring up the “Begin Reconciliation Page

3. Click the arrow next to the box
labeled “Account” to open the drop
down list

4. Select the account you are
reconciling.

5. Make sure the box labeled
“Statement Date” contains the
correct ending date of the month
you are reconciling

6. Type in the calculated Ending
Balance in the box labeled
“Ending Balance”

;mReports Window Help

J- Banking Mavigator
P8 \rite Checks Cirl+w
Order Checks
Use Register Cirl+R
Make Deposits

Transfer Funds
Enter Credit Card Charges

Recondle

Make Journal Entry

Set Up Online Financial Services >

Begin Reconciliation

Select an account to recondle, and then enter the ending balance from your account statement. pd £
Account MAME OF THE OFFICE | last recondled on 03/31,/2008. Give
Dedicated Account Find
Statement D e R e e Bank —
Beginning Bal] Undeposited Funds Other Current Asset tatement?
= = Opening Bal Equity Equity Sunc
Ending Baland Retained Earnings Equity
Ihco
Enter any service charge or interest earned, Get,
Service Charge  Date Account Class —
[0.00 | 04302008 [m@] | |+ | | v S
Interest Earned Date Account Class
[0.00 | [04r3072008 [ | |+ | R%
[ Continue l ’ Cancel ] [ Help ]
Account  |NAME OF THE OFFICE |+ last
Statement Date 04/30/2008

94,020,139 Whi

. 4

Beqinning Balance

Ending Balance

7. Click “Continue” —

It will then bring up the Reconcile page.
This has a list of all uncleared checks
written and deposits entered.

Each of the deposits and checks that were
cleared on the bank statement need to be
cleared on the reconciliation. So:

] [ Cancel ] [ Help ] |
& Reconcile - NAME OF THE OFFICE sk 2 help cusston [Ask] X
Reconding for the period ending 04/30/2008. Beginning Balance 94,020,19
Checks and Payments eposits and Other Credits
[ Bate Fayes Amolnt v Date Chk = Payee Amount
50 T0/31/2006 [3051 o Toufa 0.00 ]
533, 10/05/2007 |3242 Crickst 0.00
02/05/2008 Ter 500.00 04/01/2008 18,187.01
02/25/2008 Prog 150.00 04/02/2008 2,208.96
03/05/2008 Dep 860,99 04/03/2008 3,185.68
03/10/2008 Cod 22.15 04/04/2008 7,051.00
03/20/2008 MAN 300.00 04/09/2008 1,973.00
03/20/2008 Dak 45.00 04/10/2008 1,435.68
03/20/2008 S0C 743,00
03/20/2008 s0C 4,296.66
03/25/2008 Bes! 1,500.00
03/25/2008 Lau 450,00
03/25/2008 Jam 150.00
03/25/2008 Lisa 150.00
03/25/2008 sha 800,00
03/25/2008 Aud 150.00
03/27/2008 ou 200.00
03/28/2008 UM 5,983.70
03/28/2008 U 1,095.34
03/25/2008 Pion 400.00
03/28/2008 Katt 500.00
03/25/2008 UM 3,385.11
03/25/2008 HUM 602,00
03/31/2008 U 3,043.33
03/31/2008 UM 389.67
03/31/2008 Utal 500.00
03/31/2008 Bett 300.00
03/31/2008 Jay 500.00
[ ekl ][ unmarkal ][ goTe
Items you have marked cleared Modi Service Charge 0.00
0 Deposits and Other Credits 0.00 Interest Earned 0.00
0 Checks and Payments 0.00 Ending Balance 100,020.19
Cleared Balance 94,020,139
Difference 6,000.00
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8. Clear each check that appears on the bank statement

Checks and Payments

i/ Date

Chk #

Payee

Amount

[ 3349 te 50.00
by clicking in the column under the b 01 3351 50¢ 2,533.07
02/06/2008 | 3358 Ter: 300.00
02/25/2008 |3359 Prat 150.00
Dagiggtronic Debits/ Bank Debits o D3m5f2003 3382 DED 560.5%
ffective  posted o 03/10/2008 |3385 Cod 22,15
gata Date Amount Transaction Detail 03,{20,{2008 3330 MAR 300.00
May 08 1,515.34 %grgl}aalance Rccount Transfer J D3,|fZU,IfZUDB 3393 Dak 45,00
RTINS TR 03/20/2008 |3334 s0¢ 743.00
1,515.34 ggge&s}ﬂectronlc Debits/ Bank D3f20f2008 3395 00 4,2‘35.65
checks paid 03/25/2008 |3396 Bes' 1,500.00
o 03/25/2008 |3397 Laui 450.00
Check # Date Amount Check # Date Amount 3308 Jam 150.00
212 T May o1 T sg8.00 2124 May o1 T 469.80 3401 Lisa 150.00
EFELE Map 01 553.80 137+ Map 02 50600 3402 sha 800.00
an o s oam o o s 203 [aud 150,00
2123% May 01 588.00 3119% May 01 608.00 3406 You 200.00
*Gap in check sequence 5,794.80 Total Checks paida 3408 HUM 5,983.70
3409 HLUM 1,095.94
3410 PFiar 400.00
03/28/2008 |3411 Katt 500.00
03/28/2008 |3412 HLUM 3,385.11
03/28/2008 |3413 HLUM &02.00
03/31/2008 |3414 HLUM 3,043.33
03/31/2008 |3415 HLUM 389.67
03/31/2008 |3416 Utal 500,00
03/31/2008 |3417 Bett 300,00
03/31/2008 |3413 Jay 500.00
Deposits and Other Credits
v Date Chk # Fayee Amount
. 04/01/2003 18,187.01
9. Clear each deposit that appears on the Mfgz}fms 2208 45
., ; 04/03/2008 3,185.68
bank statement by clicking in the Sioa/o008 e
column under the b /09/2008 1,573.00
10,2008 1,435.68
10. Clear each deposit that came in as
either a direct deposit or interest.
The Ending Balance and the Cleared balance should Service Charge 0.00
be equal. In other words the Difference should be IE":;LZS;;‘ZLZ? — uzg'?g
0.00. If it is not zero, you made a mistake Cleared Balance 100,020, 19
somewhere. Retrace your steps to find the mistake. Difference @
If the Difference is 0.00 then:
%Ecandle M l ’ Leave ]

11. Click “Reconcile Now”
It will then bring up the “Select Reconciliation
Detail Report” box

12. Make sure that “Detail” is selected

13. Click “Print”

Select Reconciliation Detail Report

register.,

© betal

O Summary

Congratulations! Your account is balanced. All
marked items have been deared in the account

I Display H Print... H Cancel ]

3

Select what type of reconciliation repart you'd like to
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It will then bring up the Print Reports page

Print Reports Ask a help question v How Do 1?

£

i.§ettings-i Margins /

14. Make sure the correct printer is selected.
Prin

@
15. Click “Print” O File: [AsCIL text fle v|

Note: To install additional printers or ta change port
assignments, use the Windows Control Panel,

Orientation: Page Range:
Your reconciliation report should then print. Eimi o
() Landscape O pages: r— r—
From: i_| To: L_!
Page Breaks: -
OnCe your report haS printed Out you Will need tO [[] smart page breaks (widow/orphan contral) Mumber of copies: LI
. . ’ [[] Page break after each major grouping
print the client alpha report.
[ Fit report to i:ipage(s) wide [ Print in color {color printers anly)

. ¥
| FinePrint 2000 on FPR4: v Options... /

Print
Cancel

Help

Preview

RUNNING THE CLIENT ALPHA REPORT

Window Help

Report Finder |

Memorized Reports 3 Memorized Report List

|
I Process Multiple Reports

1. Click on “Reports”

Al
« . . Company & Finandal 3 Ar
2‘ SeleCt Memonzed Reports Customers & Receivables 3 Auditor Deposit Report
Sales 4 Bri
Jobs & Time M Cz ]
Vendors & Payables 3 check register
3. Select “Client Alpha Report” Banking Yoo
Accountant & Taxes »
Budgets b Control
i List ] cry [
ﬁ Dal
Custom Summar\,r. Report- Deposit Detal
2! Custom Transaction Detail Report
al Dc f
It will then bring up the client alpha WCient Alpha Report [ e [ =
[ ttocify Report... J_ [ Memorige... ][ Pring... J Excel... ] [ e Hegder ][ Collagse ] ([ Refreh ]
report‘ Dates | (NN | From | (8] o [E coums [Totalonly | sort By |Default v
qdata
S6i1RI0E Client Alpha Report
Name of Office
- Jun 16, 08
4. Scan the report to make sure e, - :
none of the clients’ accounts are o e
negative. (If an account is Bl ¢ e
. Berkle 563.26
negative, contact the trust fund Biada 76183
. Bird, L 1,428.73
coordinator) Bosta 0.08
Brown 1,740.52
Brown 1,489.01
Burno 92017
Carter 1,736.36
Copeli 1,425.04
. . Coyle, 637.00
5. Print this report Crzarr N 127347
Dickse 470.14
Engel, 201.00
Epling 398.03
Epling 1,547.83
Eteuat 548.00
Fairch 1,734.38
Felt, R 1,360.56
Greatl ) 149884 e
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FINISH THE RECONCILIATION

Once you have printed the reconciliation and the client alpha reports, there are a couple of things you need
to do before it is faxed to the trust fund coordinator.

(1) Make sure that the “Cleared Balance” equals what you had calculated

(2) Make sure that the “Ending Balance” on the Reconciliation report matched the “Total” on the
client alpha report. (See the “Frequently Asked Questions” section for more details if they
don’t match)

(3) Make sure that there are no negative accounts in the client alpha report.

(4) Make sure that there are no closed accounts showing on the client alpha report. If there are,
the client needs to be changed to “Other Income” (see “Edit Client Information” section)

After you have checked the reports, sign them, have your supervisor sign them, and then fax or mail them to
the client trust fund coordinator.
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CUSTOMIZE THE ICON BAR

The icon bar is a bar up at the top of the screen that has icons which link to some common pages.

s Qdata - QuickBooks Pro Edition 2003
File Edit Wiew Lists Company Customers Vendors Employees Banking Reports Window Help

S a8 (=] — Icon Bar

Check Deposit Register  Clients  Vend Reconcile

™| Qdata - QuickBooks Pro Edition 2003
File Edit W= Lists Company Customers W
A Nindow Li

) v Open Window List

The icon bar can be customized. To do so:

1. Click on “View” Check D, 1con Bar
'
Navigatol
. . T] comp  shorteut List
2. Click on “Customize Icon Bar...” BB Custc
[& Vend

g Empl¢ ® One Window
[ Banki Multiplggiiadaus

3

It will then bring up the “Customize Icon Bar” box =,

Icon Bar Content

«Check Add...
+Deposit =
+Register Edit

+(space) =
«Clients
+Vend Delete

From here you can reorder the icons, put spaces between them,
change the pictures (by going into Edit...), delete icons or add

new icons.

Add Separatar

iE To reorder the icons within the Icon Bar, dick the
diamond next to the item you wish to reposition
and drag it up or down to the desired location,

Display Options
(%) Shaw icons and text
() Show icons only

I oK H Cancel H Help

20



Another Way to add icons iS to "N Lists Company Customers Vendors Employees Banking Reports Window Help
v Open Window List & Ei Q

Recon Backup  Find

w Icon Bar
Customize Icon Bar...
Add "Write Checks - NAME OF THE OFFI" to Icon Bar...

1. Display the screen you want to

be shown. print + | Y Find

HE OFFICE v Ending Balance 94,617.23
Mo. To Print
{ ® One Window

Date 06/20/2008 B
i Multiple Windows L

3. Then click on "Add 'Window'to | v soo0

Customize Desktop... Dollars
uts

Icon Bar" Add Window to Icon Bar &|

- Label Che 0K .

Description Write Checks

3 Shortout List

2. Click on “View” |

This will bring up the “Add Window to Icon Bar”
box

4. Choose a picture for the icon.

B [ B B

5. Type the label and description for the icon

(5N
<

6. Click “OK”
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SOCIAL WORKER REPORT

Each month the custodian is required to send a copy of each client’s account to the caseworker (see the
Independent Review 1.11 and Independent Review Instructions 1.11).

dng Window Help
= Report Finder |

b 13 2
1. Click on “Reports O enorizedReports __»| Menorized Report Lt

Process Multiple Reports

Al

2. Select “Memorized Reports” Company & Financil YA
Customers & Receivables ] A

Sales kB

3. Select “Memorized Reports List” Jobs & Time Yo
Vendors & Payables 3 ct

Rankinn [ 3 rl

This will bring up the Memorized Reports page.
Ty Memorized Report List sk 2 help question [Asklv How Do I?

Report Name

<+Hez ~
oInterest ]
+Jos
oKer
oKry

4. Double click over the report called |

+Ma

“Social Worker” B

+Ro
+Ry
+5e;
+Social Worker

It may also be called “Worker Report” ZE?

or something similar. If you do not have e b ik

<Profit & Loss

this report, contact the trust fund e

. +Check Detail
C Oordlnator +Deposit Detail
. +Compan
+Balance Sheet
+Profit & Loss
+Statement of Cash Flows
+Customers
<+A/R Aging Summary
+Customer Balance Detail
<+ Customer Balance Summary
<+0pen Invoices
«Vendors
<+AfP Aging Summary
<+Unpaid Bills Detail
< Vendor Balance Detail
<+Vendor Balance Summary

[ WemorizedReport ¥J[ Display... [ Print.. [ Excel.. |

This will then open the Worker Report, which is a list of all open accounts and all
the transactions made with their account.

i Social Worker Ask 2 help question N

Modify Report.

pates [Al

Now, there are two ways that the information can be sent to the b o S e
caseworkers. peme L8
(1) Each client’s account can be individually run as a report EE R e T I

:

and sent to the correct caseworker; or e =T

11102, ' deposit s8I A SsI 1,869.00 1,869.00
(2) The caseworkers can install the worker report program ER .
on their computers, and this Worker Report can be used S . meoomnoowmn
to update the information. B e e s - =
:

0401 depost 551 APROS

5370 1,800.72
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RUN INDIVIDUAL ACCOUNTS

Once the Worker Report is open, you can drill down the detail to specific accounts. To do so,

+ Class ¢ Amount # Balance

1. Find the client whose account you want to open

551
)
551

Interest

FH3U

2. Point your mouse over the total in the “Amount” column and FALL

double click over that number.

FHaU
FHEU.
FHaU
F.H.&U.

83068
415.24
41534
42467
10.52
42467
42487
-380.34
-380.34
-380.34
-380.34
-38967
-389.67
42467

069.86

83068
1.245.02
1661.36
2,086.03
2,096.55
252122
294529
256555
218521
180487
142453
1034285

645,19
1,069.86
1,069.86

This will open up the account details. Once this report is open, it can be printed, saved as a TXT file, or
exported to excel, which can then be sent to the caseworker by fax or e-mail.

The other option of using the worker report is less time consuming when you need to send all the clients’

account information to all the caseworkers.

USE THE WORKER REPORT PROGRAM

The Worker Report program allows users (the caseworkers) to view the account activity for each of their
clients. The program pulls the data from the worker report TXT file, which needs to be updated regularly.

Make sure all the caseworkers have the Worker Report program set up on their computer. If they do not, it
can be downloaded from the Fiscal Operations website at
http://www.hsofo.utah.gov/other program downloads.htm

The Social Worker Report needs to be saved as a TXT file. To do this,

1. Open the Social Worker Report.
2. Click on “Print” Jprint... | Exe

This will bring up the “Print Reports” options

3. Under “Print to:”, click the button that
says “File:”

4. Open the drop down menu by clicking the
arrow in the box next to “File:” and click
“Tab delimited file”

5. Click “Print”

Print Reports Ask & help question v How Do I?

| Settings | Margins

Print to:
) Printer:

(@ File:

Mote: To install

Qrientation:

Page Breaks:

assignmer

| FinePrint 2000 on FPR.4:

b

[T=b delimited file v

ASCII text file
b Comma delimited file

Page Range:
@ al

O Pages:
From:

.

' Cancel

: To: |
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It will then give you the option to save the file.

6. Name the file worker. TXT

7. Click on “Save”

Create Disk File

Savein: |ijQuickBooksfi|es V| ] ¥ £ -
Y =meT
i :a ) qdata - Images

My Recent (2] dientwr
Documents

|

L

o
@
i
B
o

=

L'.

My Documents

milsen
BC106227

File name: |wurker.TXT hd | [ Save ]

WNQIWUm Saveastps: | Tex (“bd) v| [ _Cancel ]
Places =

This file can either be saved to a common drive that all the caseworkers can access or it can be e-mailed to
the caseworkers individually and then they can save it on their own computer. The important thing is that
the Worker Report program for each caseworker points to wherever this file is saved to. To do this,

1. Open the Worker Report program

2. Click the box called “Find the
Worker File”

3. Find the correct path to the
worker. TXT file

4. Click “worker.TXT” on the bottom
5. Click “Save Location”
The information from the file needs to be

imported into the program. To do so,

6. Click the box called “Import Client
Information

It will then bring up a box stating that the
information was imported successfully.

Trust Account Interface

Trust Account - Client Balance Interface Program

Find the Worker File
[ ACCESS
[ Budget
A ExCEL
(I Finetag

[ Forecast
(7 Interest

([ Licensing w

Import Client Information

View Client Balances

Exit to Windows

Before 2aving the location, you must
=ingle-click the mouse, highlighting the
Worker.txt file listed below.

Client Data

The Client information was imported successfully.

Once this is done, all client balances can be viewed by clicking the “View Client Balances” box and then

selecting the client.
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INTEREST REPORT

Once a quarter, interest earned from the bank is allocated to all clients with open accounts. The interest
allocation is calculated by the trust fund coordinator, who will request two reports:

(1) Client alpha report
(2) Interest report

To run the interest report:

Click on “Reports”
Click on “Memorized Reports”

Select “Interest” (sometimes it is called
“Interest Report™)

This will bring up the Interest Report

This report needs to be saved as a Tab-
delimited TXT file. To do so:

1.

Click on “Print”

This will bring up the “Print Reports” options

2.

4.

Under “Print to:”, click the button that
says “File:”

Open the drop down menu by clicking the
arrow in the box next to “File:” and click
“Tab delimited file”

Click “Print”

It will then give you the option to save the file.

5.

Save it

Window Help
| Report Finder |
Process Multiple Reports
Ale
Company & Financial 4 Am
Customers & Receivables r Au
Sales »  Bre
Jobs & Time 4 Car
Vendors & Payables 4 che
Banking 4 Chr
Accountant & Taxes 3 Client Alpha Report
Budgets 4 Control
List 3 Cry
| Custom Summary Report Dt : .
. . Deposit Detail
i Custom Transaction Detail Report Do
[ Excel... ] [ tideHeader | [ Refresh ] Ger
on|  [@ To|  [E]sortsy Defaul He:
Interest r— el Pelie
Clearfield
Date ¢__ Account o _ Amount <«

Ordinary Income/Expense

Income:
Alw

b 10/26. Al
Mz, Al

Alv
Alv

0Mn4. Al

Al

E.gettings_! Ma

83068 4
415.34
415.34
42487
10.52
42467

rgins

Print to:

_ | O Printer:

(®) File:

Mote: To install §
assignmen|

Orientation:

Page Breaks:

| FinePrint 2000 on FPR4: \_'_I QOptions. ..
[Tab delimited fle ~]
ASCII text file
+ Tab delimited file =
Page Range:
@ all
O Pages:
— —
From: [1 | To:|9. |

This file can then be e-mailed to the trust fund coordinator.

25




FREQUENTLY ASKED QUESTIONS

QUESTION: I have received a new computer and my new computer does not have QuickBooks. How do
I get it installed on to my new computer?

ANSWER: The client trust fund coordinator has the disc to install QuickBooks. Call this person to set up a
time in which they can travel to your office to install it.

QUESTION: We have a new custodian/supervisor. How do we set this person up as a user on the
QuickBooks database?

ANSWER: Only the person set up as the QuickBooks administrator can add or edit users in the
QuickBooks database. For the client trust fund, the QuickBooks administrator is the trust fund coordinator.
Call this person, who can then add the custodian/supervisor into the database via Webcast.

QUESTION: Ihave made a mistake when entering a deposit or writing a check. How do I correct this?

ANSWER: Each custodian’s supervisor should be set up with the ability to edit transactions after they have
been entered in. Have this person sign in and make the corrections. If this person is unavailable, call the
trust fund coordinator, who can run a Webcast and fix the mistake.

QUESTION: The Ending Balance on the reconciliation report does not match the Total on the client alpha
report. Why is that and how do I fix it?

ANSWER: There are two usual mistakes for this to occur.
1. The client alpha report was run on a different day than the reconciliation report. Make sure that both
reports are run at the same time, without any transactions being made in between running them.
2. A client that still has money in his/her account has been switched to “other income.” Open the Chart
of Accounts and check all recently closed accounts to make sure that their ending balance is 0.00
(Make sure that the dates listed are “All”).
If you still can’t find the mistake, contact the trust fund coordinator.
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CONTACTS

CLIENT TRUST FUND

Client Trust Fund Coordinator

Supervisor

TECHNICAL ASSISTANCE

Social Worker Interface

LAN Support

BANKING QUESTIONS
Wells Fargo

Kelsi Dobson

Jodi Patterson

Alisha Johnson

Local TSS

Jenny Bonilla
James Ho

Phone
Fax
Phone

Phone

Phone
Phone

801-538-4105
801-538-4291
801-538-4143

801-538-4144

415-243-7493
415-243-7592

27



